
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: 
	From Name: Director, CPC
	Routing Code: CPCx4
	Address: 
	Telephone Number: 
	Telephone Extension: 
	Billet Title: Assignment Coordinator
	Billet Number: 0502
	Rank Requested: O-4
	GS_GM Equivalent: 
	New Billet_Yes: x
	Immediate Supervisor: 
	Title: 
	Supervisor_Telephone Number: 3017133444
	Supervisor Telephone Extension: 
	Educational Requirements: 1.  Educational requirements as upon entry into the Corps.2.  Officer should have familiarity with functions of each Line Office.  Officer must have excellent written/oral skills and administrative ability.
	Other Qualifications: 
	Billet Description: The position involves coordination of all details associated with the assignment of officers.  The incumbent will work closely with OMOA, CPC Director, the Marine Center Directors, Liaison Officers, and all NOAA Corps officers.  He/She will be the principal point of contact for all questions regarding billets and assignments.  The incumbent will serve as secretary, Officer Assignment Board, a member of the Aviation Advisory Board and the Full-Time University Training Board.  He/She is responsible for:           - the preparation of all agendas           - the minutes of all meetings           - the preparation of all assignment related correspondence           - the initiation of all correspondence notifying officers that they are being considered for assignment
	Supervisory Billet_Yes: 
	Supervisory Billet_No: x
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: 1.  Schedules all Officer Assignment Board meetings.2.  Member of OAB, AAB, and FUT Board.3.  Continually reviews all vacancies, assignment requests, and other inputs to the assignment process.4.  Prepares recommendations for assignments to be presented at various Board meetings.5.  Prepares formal minutes of all Board meetings.6.  Initiates/responds to all assignment related correspondence.7.  Updates the NOAA Corps Billet List.8.  Updates the NOAA Corps Billet Description Volume.9.  Updates the CPC database on a daily basis.10.  Prepares the Approved Assignment Changes section of the Bulletin.
	Career Development Opportunities: This billet provides the incumbent with the opportunity to work directly with all Line Offices, officers of all grades and with civilians supervising NOAA Corps officers.  The incumbent will either possess or will shortly develop skills of tact, diplomacy, patience, forthrightness, communication, planning and organization.  Excellence in writing and oral expression is a must and such talents will be tested and used on a daily basis.  The weak of heart need not apply!
	Additional Comments: 11.  Makes recommendations to improve the assignment process.
	Supervisor Signature Date: 6/7/1993
	New Billet_No: 
	Billet Priority_A: 
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


